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Modifying Existing Workflow

 The existing workflow is a parallel process meaning all 

approvers are notified simultaneously.

 To have an editor review before the approval the 

existing workflow must be modified
• To modify existing workflow, 

1. Navigate to Pages in View All Site Content for your site

2. Click Settings Drop Down

3. Click Document Library Settings

4. Click Workflow Settings

5. Click Existing Workflow Listed

6. Enter Appropriate Choices

7. Click OK
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Modifying Existing Workflow

1. Navigate to Pages in View All Content for Site

2. Click Setting Drop Down

3. Click Document Library Settings
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Modifying Existing Workflow

4. Click Workflow settings
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Modifying Existing Workflow

5. Click Parallel Approval or the name of the 

existing workflow if it has been renamed
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Modifying Existing Workflow

6a. Change Name for Workflow

6b. Leave Defaults for Task List and 

History List unless you want to track 

separately

6c. Select Start Options

6d. Click Next
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Modifying Existing Workflow

6e. Select Workflow Tasks

NOTE: If you want to add a 

group as an approver, the 

group must be created first if 

it does not exist.

6f. Determine Workflow Start Values for 

Approvers, Due Date, Notification of others

6g. Determine How Workflow is Completed

6h. Determine Post completion Workflow Activities

7. Click OK

NOTE: Approval groups need to be in 

the order you want them to approve.


